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CENTRAL INTELLIGENCE AGENCY 


25X1 A 


Notices 


Designation of Acting Assistant Director and Acting Deputy Assistant 
Director for Special Operations. 

( RESCINDED by Notice "~h 


Inaugural Holidays ( RESCINDED by Notice[ 
Parking 

Reels s ion of CIA Notices 


I 


Newspaper Advertising ( RESCINDED by Notice ! ' \ ) 

19U9 Federal Income Tax Returns 
Voluntary Contributions 

Redeposit of Civil Service Retirement Refunds 
Leave on Good Friday 
Daylight Savings Time 

Requests for Procurement Action by Supply Division, Involving Appropriations 
Expiring 30 June 19U9 

Attendance of CIA Employees at Ceremonies in Tribute to the President of 
Brazil - 18 May 19^9 

Summer Courses at American University 

Parking Violations 

Active Duty Training of Reserve Personnel 
Regulations 

Budget Estimates, Fiscal Year 1951 

Employees Suggestions for Design of Official CIA Seal 

Policy - Inactive Duty Training Credits for Naval Reserve Personnel Not 
finployed by CIA. 

Chest X-Ray Survey 

Name Cards Posted Outside Offices 

Shuttle Service ( RESCINDED by No tic e f I 

Distribution of Salary Checks 

Use of Postal Meter for Outgoing CIA Mail 

Location of U#S« Post Office Collection Box and Postage Stamp Vending 
Machines 

Availability of Scholarships , Evening Division, School of Foreign Service, 
Georgetown University 


25X1 A 

25X1 A 

25X1 A 


25X1 A' 


Declassification of Administrative Instruction NoJ 
subject: Transliteration of Foreign Languages, 

Presentation of Awards for Meritorious Employee Suggestions 

Application for Payment of Dividends on National Service Life Insurance. 
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CENTRAL INTELLIGENCE AGENCY 
Notices 

Shuttle Service 

Excess Office Furniture and Equipment 
Cleaning of CIA Offices and Buildings 
I 9 U 9 Community Chest Drive 
Protection of Government Property 

Special Train to Army-Navy Football Game, November 26 , I9J49 

Attendance of CIA Employees at the Ceremonies in Tribute to the 
Shah of Iran 

Removal of Material from Office Equipment 

Use of Decorative Material in Government Buildings 

Leave 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C t - 





NOTICE 


8 December 1949 


SUBJECT 


Leave 


-J-* Ihe offices of CIA in the District of Columbia and in 
the i io Id will observe Christmas Day holiday on 26 December 1949 
and hew -Years Day holiday on 2 January 1950. Regulations covering 
essential duty on official holidays will apply on these two days, 

2, Assistant Directors and Staff Chiefs are urged to provide 
employees with the maximum opportunity to take annual leave during 
the period between 19 December 1949 and 2 January 1950. Offices, 
however, must be staffed to the. extent that essential operational 
requirements will be met. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES 


25X1A 
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NOTICE 

I I 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C 0 


'S'KAsljjL 


8 December 1949 


SUBJECT: Use of Decorative Material in Government Buildings 

1. Qouted below is a memorandum received from the Office 
of Buildings Management, Public Buildings Administration, General 
Services Administration: ' 


"SUBJECT: Regulations in the Use of Decorative Material in Govern- 
ment Buildings 

"The following regulations shall govern the use of decorative 
material inside Government buildings which we operate. These 
regulations will apply during the holiday season, social events 
and any. other activities that are held in Government- buildings, 
and where decorative material is used, 

M l, Dec orative Material (Creoo paper, drapes, sheets, cotton . 
cardboard, etc,) ” 


Only flamG— proof materials are to be permitted wherever decora- 
tions are to be used in Government buildings, 

!f ^ * Christmas Trees, Holly. Cornstalks t etc. 

A reasonable number of Christmas trees may be placed in buildings 
of fire-rosistive construction ana frame buildings provided with 
automatic sprinkler protection. No trees, except very small 
ones, are to be permitted in frame buildings without automatic 
sprinkler protoction unless approval is given by the Superin- 
tendent or Custodian, 'These trees should not bo kept in the 
buildings for moro than seven days. No tree shall in any way 
interfere with any moans of egress. No flammable material 
or lighted candles shall be used for decorations, 

"Where trocs or decorations other than those chemically treated 
for fire protection arc usod, the following precautions shall 
be taken: 

"(a) Obtain freshly cut trees, 

"(b) Saw off at an angle at least ono inch above the original 
cut and keop standing in water or moistened earth during 
the entire time the tree is in the building. At inter- 
vals, add water to the jar or tub in which the tree 
stands to either keep the wator or moistened earth 


‘i 

i 
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above the cut in ordor to roducc its extreme flamma- 
bility. This mothod, when used with fresh trees, 
reduces the flammability as effectively as most 

tori-(19/7) 0 ° rdinS t0 th ° Forost Pro ^ucts Labora- 

"(c) Keep treos away from radiators and other heating 
equipment. 6 

'Only sparing amounts of holly, cornstalk, etc., should be 
or°Custodian n ° nly whorG a PP rov °<i by the Superintendent 

"3* E lectric Lights 

All installations of electric lights on trees or for other 
or G Custodian UrPOSeS ™ St b ° approved ^ the Superintendent 

M 4. Candles 

No lighted candles will bo permitted in any building. ,! 

u' ^ questions or. requests for approvals relating to 
1 • above^regulaoious will bo referred to the Chief, Gonoral 
Services Branch, Services Division, Extension 2168. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive 


DIS TRIBUTJ0N s .ALL’ CIA ElVlPLOYESS 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




NOTICE 


: 


: 


1 December 1949 


SUBJECT: Removal of Material From Office Equipment 


%t Inspection of office equipment being transferred from 
one office to another or being returned to stock reveals that 
a considerable amount of paper, miscellaneous material, and 
personal property has been left in the equipment* These con- 
ditions create a security hazard as well as personal loss when 
the owner cannot be identified. In order to eliminate these 
conditions personnel requesting the transfer of office equip- 
ment shall remove all miscellaneous material and personal 
property prior to releasing it for transfer. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 


DISTRIBUTION: A.- 


Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D# C* 

NOTICE 


SUBJECT? Attendance of CIA Employees at the Ceremonies in Tribute to 
Mohammad Reza Shah Pahlavi, Shahinshah of Iran# 

!• The following memorandum from the White House is quoted below 
for your informations 

” THE WHITE HOUSE 
Washington 

November 10, , 1949 

"TO THE HEADS OF EXECUTIVE DEPAFTMENTS AND AGENCIES 

’’Ceremonies have been planned to pay tribute to His Imperial Majesty, 
Mohammad Reza Shah Pohlavi, Shahinshah of Iran, who will arrive in Washing** 
ton on November sixteenth for the purpose of making an official visit to 
the United States ♦ 

”His Imperial Majesty will roach the National Airport at 4:00 p.m#, 
E#S#T#, on Wednesday, November sixteenth, where there will be a brief cere- 
mony# After crossing the Memorial Bridge and rounding the Lincoln Memorial, 
he will proceed along 23rd Street to Constitution Avenue (expected to ar- 
rive at Constitution Avenue at approximately 4*15 p«m 0 ), right on Consti- 
tution jiVenueto 12th Street, left on 12th Street to Pennsylvania Avenue, 
west on Pennsylvania Avenue to the District Building at 14th Street and 
Pennsylvania Avenue, where he will bo presented with the key to the City 
of Washington*' Ho will then continue along Pennsylvania Avenuo to 15th 
Street, right on 15th Street to Pennsylvania Avenue, left on Penns yl* vania 
Avenue to the Blair House# 

”lt is desired that as many as possible of the government employees 
extend their greetings to tho Shahinshah cf Iran# The President has indi- 
cated . that . the Heads of tho departments and agencies shall excuse those 
employees in the area of the procession,. whose services can be spared* 
without charge to annual leave, for such time as is required on November 
sixteenth for the accomplishment of this purpose# 

/a/ DONALD S. BATSON . . 

Administrative Assistant 
to the President” 

2#. All employees whose normal tour of duty is from 8:39 AM until 
5:00 PM will be excused at 4:00 PM in order that thoy may hay6 the oppor- . 
tunity to the: c erencmies quoted above* No charge will be rao.de . 

against annual leave#. 

FOR THE D IR3CT0R OF CENTRAL INTEL!! GSNCE * 


Executive 

DISTRIBUTION* ALL CIA EIFPL0YEES 


15 November 1949 


/ : 



2$(1A 
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CENTRAL INTELLIGENCE AGENCY 
'Yashing ton, D. C. 




1 November 19b9 


NOTICE 


SUBJECT: Special Train to Amy-Mavy Football Game 
November 26, 19 U9 


n A special Baltimore & Ohio train has been made available 
to the Secretary of Defense for the Army-Navy game to be played 
in Philadelphia on November 26, 19 U9. 

"There will be a diner attached for lunch and dinner and a 
lounge car. You will pay the steward directly for all purchases. 

"The train will depart Union Station, Washington, at 8:30 a.m., 
and will arrive at the Stadium parking place at 11:30 a.m. The' 
train will depart for Washington from the parking place at the 
Stadium 20 minutes after the game is over. 

"The following round trip fare applies between ‘Washington and 
Philade lnhia : 

PER PERSON 


ROUND TRIP PULLL.N FARE,' WITH TAX. . . . .515. Uo 

"If there are any members of your Staff or office who desire 
reservations on this train they should advise office on or before 
November 20, 1 9U9» 

LOUIS H. RENFROW 
Brigadier General, AUS 
Assistant to the Secretary" 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 

DISTRIBUTION:. A 

plus all military personnel 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D# C. 


31 October 1949 


SUBJECTS Protection of Government Property. 


1., A recent inspection conducted by the Inspection and Security 
Staff has revealed that tables and other office furniture are not being; 
properly protected while being used for coffee preparation and other 
similar purposes. It has also been noticed that electric hot plates 
have been connected to circuits which have not been designed to safely 
carry the additional load. 

2. In the interests of safety and preservation of government 
property. Assistant Directors and Staff Chiefs will insure that super- 
visory personnel at all levels will: x 

a.. Take action to reduce to a minimum the number of places 
per building wners coffee and other* beverages are prepared.- 

b».^ Secure asbestos or other suitable fireproof covering 
for office furniture on which hot nlates and hot receptacles 
are placed. 

c. Assure themselves that circuits to which hot plates 
are connected are designed to carry the additional load. 

d. Insure that hot plates are disconnected when not in use. 


FOR TH*j3 DIRECTOR OF CENTRAL INTELLIGENCE: 
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25JK1A 


Ihshia^ton, ih C„ 


NOTICE 


12 October 1 jl\$ 


SUBJECT; 19h9 Community Chest Dri 


ve 


!• The ^ time has come again for the Central Intelligence Agency to 
do its part ill the Community Chest Drive « It has been my privilege to 
be designated as Chairman for the drive in CIA. I know of no better way 
to serve your community than to contribute part of your earnings to this 
cause It is my sincere hope that each of you will feel the same way and 
will give as much as you can afford. 

2. I have appointed Mr. William J. Kelly as Vice Chairman of : the 
Control Intelligence Agency drive, and -am asking each Assistant Director 
and Staff Chief to appoint Division Cnsirinen for their respective offices 
and ^ staffs; Each-Division Chairman in . turn will appoint koy-inon in his 
office or staff to assist him .in accenting contributions, and in the 
necessary oookkeeping. a!1 contributions should be received on or before 
28 October 19h r /. 

o* ^ ij ? 1 - aaunit y i . Chust Federation, National Capital Area, was founded 
rn ; ip2o and this . campaign, will r.io.r k the twenty-second year in which Govern- 
ment employees and other residents have been asked for support. The Fodora- 
tion is an organization composed of the six Community Chests in the Metro- 
politan Area, and, together v;i tii the Hospitalization Fund and the U30, is 
comprised of 10U welfare '■'*■***“ -- ; 



tribute if you have certain nraferonc.es. 

U. For many of you, the big question will bo: "How much should I 
give?" You alone can answer this question. As you are makinn vonr An- 



» os Co untius, and the cities of Alexandria and Washington. ' 


• '"j. y, T A11 bp appreciated if you v/ill make your contribution to the 

designated key-man in your organization in order that the Central Intelli- 

gence Agency may most its, quota. This •’.•/ill not prevent you from designating 
your contribution for any agency you desire in your area of residence. 


25^1 A 


K. h. HiLLiANKOEITfiR 

Rear Admiral,. USH 
Director of Central Intelligence 


DISIRIBUTIOH: /J .1 CIA Saoloyoos 
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’25X1 A 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C . 





NOTICE 

: i 

SUBJECT: Cleaning of CIA Offioes and Buildings. 


Ajf. September 1949 


1. Due to a sharp reduction in the char force of Riblio Buildings 
Administration, the cleaning of CIA Buildings has been curtailed to a 
minimum. 

2. Daily cleaning of offioes and corridors has been discontinued 
except for the removal of waste material* 

3 o Offices will be cleaned not more than twice a week and in the 
case of "L" and Recreation Buildings only once a week. 

4® The washing of windows has been limited to once a year, and 
the waxing of floors every six weeks. 

5® The curtailment of cleaning services -'will require a diligent 
effort on the part of each and ©very employee to maintain offioes in 
a clean and orderly manner. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D# C. 


v 

' W j '$*** 


N° TICE . 20 September 1949 

• 25X1 A I | 

SUBJECT: Excess Office Furniture and Equipment# 


1# Recent surveys of Property Ao counts within CIA reveal consider- 
able excess property on hand in various offices# 

2g Desks, chairs, typewriters, fluorescent lamps, and stands wore 
noted most frequently as the items which appear to be excess to the needs 
of the respective offices# 

3# Each office will conduct a survey of all property under its juris- 
diction to determine excess property# 

k* Exoess property will be listed on Form No# 36-24, Property Turn- 
In, and forwarded to the Services Officer by 10 October 1949 giving the 
room location and date the property may be picked up# If no property is 
to be turned in negative reports will be forwarded to the Services Officer, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


Acting Executive 




» DISTRIBUTIONS A. 


a 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C, 




NOTICE 


0 September 19 49 


SUBJECT: Shuttle Service*. 


1* All existing shuttle schedules are rescinded, effective close 
of business Friday, 9 September 19^9. 


2* The new schedule to be effective Monday, 12 September 1949, 
is revised to provide service for Building No, 30 (Recreation Building) 
and other CIA buildings, at twelve minute intervals* The new schedule 
will be distributed separately. 


3o The | 1 Building shuttle will be discontinued at the close of 

business 9 September 1949* 


4* The new 16-passenger bus will be in service Monday, 12 September, 
replacing the station wagon now used for the shuttle system* 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: All CIA Employees* 


i25X1A 
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CENTRAL INTELLIGENCE AGENCY 
Vfashington, D. C. 


TOTICE 7 September 19^9 


SUBJECTS Use of Government Motor Vehicles • 


1* Offioial motor vehicle dispatch records indicate a continuing 
possible misuse of government motor vehicles by personnel of this Agency 
in violation of Public Law 600 which restricts the use of such vehicles 
to strictly offioial purposes. 

2 # Some examples of such possible misuse are: 

a* Trips to hotels, clubs, restaurants and private resi- 
dences at the noon hour and pickup at those places after a 
lunoheon period. 

b» Trips to military hospitals with considerable waiting 
period by the chauffeur. 

o. Trips to banks on pay days by other than fiscal officials. 

3* The CIA Servioes Officer has been instructed to inquire into the 
official necessity for trips in CIA official cars reported by the dispatchers 
when circumstances indicate that Public Law 600 may have been violated, and 
to report any apparent violations to the Executive for appropriate action* 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 




Executive ^ 

DISTRIBUTION: All CIA Employees, 
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I 25X1A 





CENTRAL INTELLIGENCE AGENCY 
Washington, D. C« 




NOTICE 2 September I9U9 


SUBJECT:' Application for Payment of Dividends on National 
Service Life Insurance* 


l r Service and former service personnel are advised that 
if they now hold or have held National Seivioe Life Insurance 
fhr.a period in excess of three months, they may apply for a 
dividend* 

2* Dividends will only be paid upon receipt of "Applica- 
tion for Special Dividend” (VA Form No, 9~hl>0) * 

J, These forms are available in the Personnel Relations 
Office, Room 100, Central Building, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Executive 


DISTRIBUTION: All 6IA Employees, 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C # 




NOTICE 


2 September 1949 


25X1A 


[ 


: 


SUBJECT: Presentation of Awards for Meritorious Employee Suggestions. 


25X1 A 


1. On 26 August 1949 the Director of Central Intelligence person- 
ally presented awards to two employees for their suggestions which 
were adopted by the Agency. 


2 . 


^received a Certificate of Award and 


! 25X1 A 


$13.33 for suggesting a multigraph mat receptacle which eliminated 
accidental destruct ion of mats during their preparation in her office. 

Received a Certificate of Award anu $37.50 for 
suggesting i ,ne use' of lighter weight paper on a requisition form, 
which eliminated the necessity of retyping many requisitions. 


3# These suggestions have improved CIA operations and returned 
tangible dividends to their originators. In spite of the availability 
of tangible dividends a very small number of suggestions has been 
received to date from CIA employees. The Director urges all employees 
to participate in the suggestion program by submitting suggestions 
for the improvement of CIA and the Federal Government. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



25X1 A 


Executive ^ 


DISTRIBUTION : All CIA Employees . 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D# C, 




25X1 A 


NOTICE 


] 


26 August I 9 U 9 


SUBJECT; Availability of Scholar ships, Evoning Division p School 
of Foreign Service, Georgetown University# 


l e P rogram of Stud y: 

The Sohool of Foreign. Service offers a comprehensive program 
of study in tho fields of international relations, political science, 
business and public administration, international law, world eco- 
nomic b, foreign trade, maritime and commercial law, shipping, geogra- 
phy, and geopolitics* The program is designed to provide training 
for careers in the foreign service of tho United States, in the 
United Nations and' other international agencies, and in international 
and business finance# 

2# Scholarships : 

Tho School of Foreign Service offers three scholarships to 
include tuition and incidental foes (approximately $5^0 #C0 per year). 
The scholarships will bo awarded only to men and women who have suc- 
cessfully graduated from an accredited secondary sohool with no pre- 
vious college training and who are employed and reside in the vicinity 
of Washington* 

Scholarships are not ordinarily available to persons eligible 
for assistance under Public Law 3I4.6 (The G* I. Bill) and Publio Law 
16 (The Rehabilitation Bill) or to persons who are liable to immediate 
military service# 

3o Requirements : 

Selected candidates will be given a written examination on Satur- 
day, September 10# Those attaining tho highest averages and who are 
otherwise best qualified will be awarded the scholarships# 

Applications for scholarship examinations should be made in 
writing to the Committee on Scholarships not later than September 

1 , 19 

k* Length of Study : 

The length of study for the degree of Bachelor of Science in 
Foreign Service or Bachelor of Science in Business Administration 
in the part-time Evening School is approximately five years# 


I ■ 

•i 
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5 • Opening Pate : 

The opening date for the academic year 19U9-1950 will be 
September .19, 19i+9„ 


4, Requests for further information or application blanks should be 
addressed to the; 

Oommittee on Scholarships 
School of Foreign Service 
Georgetown University 
Washington 7» D» C, 


■ FOR. THE DIRECTOR OF CENTRAL INTELLIGENCE : 
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CENTRAL INTELLIGENCE AGENCY > , , j, J , 

Washington, D, C. r 


NOTICE 


15 August 191+9 


SUBJECT, Location of U. S. Post Office Collection Bo* and Postage 

Stamp Vending Machines* 6 

A ?• s * Pos,fc Collection Box has been placed at the 

corner of 26th and Water Streets, N.W., near the terminus of the 
Capital Transit bus line. The box Is for the convenience of CIA 
employees* “ 

4 i, 2 \ f 0 ®*^ 0 S ^P vending machines will be installed shortly 
in M and L Buildings, and will be placed adjacent to the guard's 
desk at the o enter entrances* 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION; All CIA Employees* 


25X1 A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




:i/TICE • 


4 August 1949 


SUBJECT: Use of Postal Meter for Outgoing CIA Mail . 


, , • K E f5 ect i ve this date the iIail Room, Mail and Courier Section 


2. All outgoing mail received bv the Mail Room um ti 0 
1^35^ requested on Postage Slip Form 


ECR THE DIRECTOR OP CENTRAL INTELLIGENCE: 



Executive 


DISTRIBUTION! A. 
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R-E-S-T-R-I-C-T-E-D 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 

NOTICE _ 

25X1A I I 


SUBJECT: Distribution of Salary Checks# 


1# Effective 5 August 1949, the requirement for signature by 
employees for salary cheoks is discontinued# 

2# The payroll list of cheoks will be furnished payment olerks 
for use as a check list# It will be returned with appropriate nota- 
tion regarding undelivered ohecks# 

3# Other existing procedures remain in off a ot# 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 

Executive 


I 


DISTRIBUTION: A 


4 August 1949 


R-E-S-T-R-I-OT-E-D 
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CENTRA^ INTELLIGENCE AGENCY 
Washington, D.C. 


/ 


NOTICE 


25 July 1949 


SUBJECT: None Cards Posted Outside Offices. 

1. From a security viewpoint it is considered disadvantageous 

generally to have the names of Agency personnel posted outsidi e _ 

office doors. The telephone directory now furnishes location inf ormati n. 
However, it is recognized that further office transfers may require 

convenient identification of key personnel. 

2. Authorization is therefore granted for Division Chiefs or 
above to post their names on the outside of their office door ^»^°^ e 
that titles and organisational designations are not shown on the nam 

card. 

3. Name cards not meeting the authorization of this Notice 
vjill be removed. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 



Executive 


DISTRIBUTION: A. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




NOTICE 


27 July 1949 


SUBJECT} Ghost X-Ray Survey* 


1* A yearly X-Ray service is available to all employees of 
this Agency and v/ill bo conducted hereafter on a rotational basis?* 

All X-Rays will bo taken, an. >yzed and recorded in the Medical 
Division, Personnel Office* Personnel should not make inquiries 
by to lo phono relative to X-Ray results.* 

2* Only personnel who have not had chost X-Ray during the 
six-month period prior to the initiation of the survey v;i 11 be eli- 
gible the first year* This ruling does not apply to an individual 
who has been exposed to tuborculosis durisig that period^ Such indi- 
viduals are oncouragod to report to tho Nursing Section, Medical 
Division, Central Building, so that proper followup can be initiated* 

or more 

3* Au advance notice of one da^vill bo made to each office or 
activity as to the day X-Ray service will bo initiated for its per- 
sonnel* The office will be responsible for the preparation of rosters, 
including time and date of appointment for the personnel desiring 
this service, and for scheduling thorn within the limits of the timo 
sot by tho Medical Division* A oopy of each schedule must be for- 
warded in advance to the Medical Division* 

FOR THE DIRECTOR OP CENTRAL INTELLIGENCE: 



25X1A 


Executive 


DISTRIBUTION* ALL CIA EMPLOYEES 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


NOTICE 


14 July 1949 


SUBJECT: Policy - Inactive Duty Training Credits for Naval 

Reserve Personnel Not Employed by CIA. 


REFERENCE: Administrative Instruction ! 1 subject: 

Inactive Duty Training Credits for Army Reserve 
Personnel Not Employed by CIA. 


1. The Navy Department has informed this Agency that it 
as no program similar to the Army*s inactive duty training 

program wmch grants credit for services such as outlined in 
reference « 


N ° £ urth , er ac ' fcion will be taken to negotiate for the 
initiation of such a program until and unless specific cases 
arise which would warrant such action. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive 


DISTRIBUTION: A. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D« C* 


NOTICE 1 July 1949 


SUBJECT: Employees Suggestions for Design of Official CIA 
Seal, 


l e Legislation recently signed by the President directs 
Central Intelligence Agency to acquire an official seal 0 All 
civilian employees of CIA are invited to submit their sugges- 
tions for a suitable design to be used as the official seal of 
Central Intelligence Agency* 

2. The designs will- be judged for originality and appro- 
priateness rather than perfection of artistic detail© Therefore, 
artistic talent is not a requirement in preparing a suggested seal* . 

3© A seal is presently in use by Central Intelligence Agency 0 
This seal will be considered along with other entries in selection 
of the official seal. If the present seal is finally accepted, it 
will have been chosen by the panel of judges as the best seal for 
CIA. 

4. If an employee ! s suggestion for a CIA seal is selected by 
the judges, the Committee on Awards for Meritorious Suggestions will 
recommend to the Director that a cash award be presented to the employ- 
ee. The acceptance of a cash award shall constitute an agreement that 
the use by Central Intelligence Agency of the design for which the 
award is made shall not form the basis of a further claim of any nature 
upon CIA. 

5o All entries must reach tho Management Office, Room 144 > South 
Building, not later than 15 July 1949. The Management Officer will 
turn all entries over to a panel of judges who will be named by sepa- 
rate action. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE s 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES, 
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03 TRANSPORTATION OF THINGS 
Schedule of Estimated Rates 


Appendix V 



Unit Cost 

Motor Vehicles 



Crating (includes freight to POE) 

Per 

5200.00' 

Shipping (POE to destination) ETO 

Vehicle 

it 

275.00 

I.IEDT0 

it 

350.00 

LAT0 

it 

300.00 

FETO 

General Cargo (Delivery to 

(Administrative supplies and equipment, 
communications supplies and equipment, 
and operational supplies and equipment) 

tt 

400.00 

ETO 

Per 

100.00 

HEDT0 

UTO 

Ton 

tt 

100.00 

75.00 

FETO 

Household Goods and Personal Effects 

To POE (Based upon E.O. 9B05 maximum weight 
reimbursement allowances: Family, 

7,000 lbsj single individual, 2,500 lbs) 

it 

. 

100.00 

350 mi. 

Per 

7.00 

1 , 000 mi. 

100 lbs . | 

it 

11.00 

3,000 mi. 

18,000 

POE to destination ET q 

Per Ton 

100.00 

MEDTO 

it 

100.00 

LATO 

it 

75.00 

FETO 

it 

100.00 

Air Shipments prp^ 

Per lb. 

1.50 

MEDTO 

1 *i 

2.25 

UTO 

n 

1.75 

FETO 

1 » " 1 ■ J »■ 

ii 

__ _j. 

3.50 






II 

wM ■ 
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25X1 A 


I ■ ! 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 




notice 


10 June 1949 


SUBJECT: Regulations. 


1. The Central Intelligence Agency Act of 1949 has been passed by 
Congress and will become a law upon signature by the President, which is 
expected within a few days. 

... - 2 r. No application of the provisions of this Act. will become effective 
Director P ublioa,fc i on of appropriate regulations prescribed by the 

3# Pending further study and determination of what changes in current 
practices may be necessary, the published regulations of CIA now in effect 
will continue to govern CIA administration and operations, regardless of 
any authorities which may be included in the Act referred to above, 

V Jf wisb strongly to emphasize that our administration and operations 
will continue to be based on sound, economical and completely justifiable 
practices, . We will continue to be guided to the fullest possible extent by 
the provisions of law and regulations applicable to all government agencies. 
This is, in fact, the intent of the Congress even though not specifically so 
stated, and only in this manner can we properly accept and discharge the 
unique and very great responsibility and trust placed in the Agency by the 
Congress and the President. 6 J * 


25X1 A 


R. H, HILLENKQETTER 
Rear Admiral, DSN 
Director of Central Intelligence 


DISTRIBUTION: A. 


I: 






Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 001 10004-8 




Approved For Release 2602/05/01 : CIA-ROP81-00728R00010Q1100Q4-8 







Approved For Release 2002/05/01 ; CIA-RDP81 -00728R0001 001 1 0004-8 



CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




25X1A 


NOTICE 

l 

SUBJECT* Parking Violations* 


1 June 1949 


Employees are warned that Metropolitan Police Department 
parking regulations must be observed on 25th Street, N.W. (the 
unimproved street behind the brewery buildings), and at the inter- 
sections at 25th and Water Streets, N.W., 25th and D Streets, N.W., 
and 25th and E Streets, N .'T * Traffic lanes must remain open at 
all times to permit easy entrance and maneuverability of fire equip- 
ment. In the past, many violators have received police tickets or 
found that their automobiles had been tawed to the police precinct 
office • 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 

Executive 

DISTRIBUTION* ALL CIA EMPLOYEES 

\ i 
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; 25X1 A 


HOT ICE 


CENTRAL INTELLIGENCE AGENCY 
Washington-, D# C# 




24 Tiay 1949 


SUBJECTS Summer Courses at American University. 


D. C.^is^b2;& Am0riCan University, Washington, 

fiefj 1 ^ attention again the courses in the 

field of Public Administration and Government which are 
included m our Summer Session ’In-Service* Train-inn' 

Program lor Government Employees beginning June sixth. 

Ovoi a Period oi eighteen years these courses have been 

S’SSLS: “ r ^Vwlth » to »..ti» s th. 

t* 1 ® f’-^Sed m Publlo Budgeting and Fiscal 
Policy, Administrative Organization and Planniae and 

Personnel Administration and Psychology,, E 

in S the b arS r T d WOrl v w * have included a number of courses 
f ™ ea 5 E ® neral Government which should serve as 
basic theoretical background for those engaged in the pub- 
lic service,, ^description of each of our courses wSe 

IZlZrtT ^ t0 teenty ' f0Ur ln th9 «9lo.ad an- 

cJurs 0 s 1 to 9 tKr^-f r >f fUl l f V0U WU1 brin S an y of these 

the attention of members of your staff or other 

persons in the Government who may be inLrested. Addi- 
tional oopies may be obtained by call ini' Mrs. Jena H 
Roberts at MEtropolitan 0258.” ° 

« to ”“ ai °" ° 1 “ MM “** Vo» 6,00 to 9,15 P.B., 


P0R TIB DIRECTOR OP CENTRAL INTELLIGENCE : 



Executive 


Copies of announcement mav be obtained from' Wm TT . 

upon request. " ° ■" a lrom Kle ^rican University 


DISTRIBUTION: ALL CIA EMPLOYEES. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


r 


NOTICE 


12 May 1949 


SUBJECT! Attendance of CIA Employees at Ceremonies in Tribute to the 
President of Brazil - 18 May 1949, 


The following White House memorandum, dated 9 May 1949, is published 
for the information and guidance of all concemodo Assistant Directors, 
Staff Chiefs, and Hoads of activities will comply with the last paragraph 
of this memorandums 


"THE WHITE HOUSE. 

'Washington 


May 9, 1949 


"TO THE HEADS CP EXECUTIVE DEPARTMENTS AND AGENCIES 


"Ceremonies have been planned to pay tribute to Honorable Eurico 
Gaspar Dutra, President of • **Bhazil, vho will arrive in "Washington on May 
eighteenth for the purpose of making an off ioial visit to the United States. 


"President Dutra will reach the National Airport (MATS Terminal) at 
4:00 p.m., DST, on ^Wednesday, May eighteenth, where there will be a brief 
ceremony, and he will leave the airport at 4:30 p 0 m« After crossing the 
Memorial Bridge and rounding the Lincoln Memorial, he will proceed along 
23rd Street to Constitution Avenue, right on Constitution Avenue to 6th 
Street, left on 6th Street to Pennsylvania Avenue, west on Pennsylvania 
avenue to the District Building at 14th Street and Pennsylvania Avenue, 
where he will be presented with the key to the City of Washington. He will 
then continue along Pennsylvania Avenue to 15th Street, right on 15th Street 
to Pennsylvania Avenue, left on Pennsylvania Avenue to the Blair House. 


"it is desired that as many as possible of the government employees 
extend their greetings to President Dutra. For the accomplishment of this 
purpose. President Truman has indicated that, the Heads of the departments 
and agencies shall excuse from work those employees 'whose services can be 
spared, without charge to annual leave, for such time as is recu ired to 
greet President Dutra on May eighteenth. 


"/s/ DONALD S. DA'TSON 

Admin. Assistant to the President" 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive 


DISTRIBUTION: ALL CIA EMPLOYEES 
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25X1 A 
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25X1 A 


RESTRICTED 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 




NOTICE 

I I 


10. Kay 1949 


SUBJECT: Requests for Procurement Action by Supply Division, 

Involving Appropriations Expiring 30 June 1949. 

1* Requests for procurement action governing articles of equipment 
and supply (other than items available from stock) chargeable to appropri- 
ations expiring 30 June 1949, shall be forwarded in time to reach the Chief, 
Supply Division, Services Office, prior to 1 June 1949, to provide sufficient 
time for orderly completion of procurement action. 

2. Requests for procurement actions under $100.00 and those items 
available from existing contracts will be received until 15 June 1949* 

FOR THE DIRECTOR CF CENTRAL INTELLIGENCE: 


DISTRIBUTION: A. 



Executive 


RESTRICTED 


25X1A 


-.if 
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CENTRAL. INTELLIGENCE AGENCY 
Washington, D. C. 






25X1 A 


NOTICE 


: 


13 April 1 9h9 


1 


SUBJECTS Daylight Saving Time. 


25X1 A 


1. All activities of CIA in the Washington, D C., area will operate 
on Ens+e^n Dav*i iffht Saving Tine, effective 2 a.m. , 24 April 1949® 

is in compliance g vdth the announcement of the D. C. Commissioners. D^lxgt 

Saving Time will end at 2 a.m„, 25 September 1949, a. which time the g y 
will return to Eastern Standard Tine, 

2. Supervisors of employees on duty at the time of the change to 
Davlipht Saving Time are directed either to charge employees one 
ann ua l leave for the hour lost or to provide them one extra hour of work. 

At the time of the return to Standard Time, employees affected will b 
fopp« S £” for tee ope aktra hour of work after approval of ovartrp. work 

by proper authorities c 

o This Notice in no way conflicts with Administrative Instruction. 

**1 Sich provides that all tours of duty other than the normal tour 

\ j rpnwo onri A+.*hfir»dnncQ Reports m Stan- 


whicn provides uncwi an ouuip — . a . nvi 

(0830 to 1700) will be entered on the Time and Attendance Reports in Stan- 

dard Time, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



25X1A 


Executive 


DISTRIBUTION: ALL CIA El'IPLOl'EES. 


i'i, . 
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25X1 j\ 



CENTRAL INTELLIGENCE AGENCY 
Washington^' D. - C. 

NQTICE 11 April 1949 

SUBJECT: Leave on Good Friday. 




r j (l 


The Director desires that all employees who wish to attend religions 
services on Good Friday, 15 April 1949; he permitted to do so, to the I 

extent commensurate with meeting essential operational requirements* Super- 
visors will arrange work schedules to permit the maximum number of employees . j 
to he absent. Absence during working, hours for this purpose will be charged 
tc annual leave e - ■ j 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 



DISTRIBUTION: ALL CIA EMPLOYEES 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C .. 




NOTICE 

1 I 


23 March 1949 


SUBJECT: Redeposit of Civil Service Retirement Refunds, 


1© Experience indicates that many Central Intelligence Agency 
employees do not fully understand the provision of the Civil Serv- 
ice Retirement Act which relates to the redeposit of retirement re- 
funds* 

2. In order Vhat employees who have received refunds may be 
fully aware of their rights, and have the opportunity to exercise 
these rights pertaining to redeposit of such refunds, the following 
information is provided; 

a* Every employee who has at any time received a refund, 
and desires to receive annuity benefits for all periods of em- 
ployment must make a redeposit of the amount refunded plus 
interest© Unless the redeposit is tede by the employee, no 
credi t will be allowed for the period of service covered by 
the refu nd in computing thlTanr^ ' employee 

or his qualified survivors© ~~ * ~ * ' ” 


b. The redeposit should be made without delay for these 
reasons s 

(1) The redeposit may not be made by a survivor after 
the death of the employee, and 

(2) Delay in making the repayment results in added 
interest, charges* 

3* It is, therefore, urged that employees who have received 
refunds embark upon a program of making deposits at the earliest 
possible moment. Information and instructions with regard to the 
filing of appropriate forms may be secured from the Fiscal Branch, 
Pay Roll Division, lb: ten si on 2585, Room 226, Central Building© 

FOR TEE DIREC TGR OF CENTRAL INTELLIGENCE : 


25X1A 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES . 
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NOTICE 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C . 




24 February 1949 


SUBJECT: Voluntary Contributions 

1 # In the next few months, various national and local organizations 
will make direct appeals to the people throughout the Government for 
financial support in carrying out their programs of safeguarding and 
improving the lives of thousands of men, women, and children in this and 
other, communities throughout the nation. 

2. Past experience has shown that these services have boon most 
effective in providing social and recreational services, insurance against 
privation and juvenile delinquency, as well as sickness end accident pre- 
vention. 

3. ' In order that you will have sufficient information concerning the 
objectives of the so organizations, and the type of service rendered the 
community, the following information is provided: 

a 0 The American Cance r Society is a national organization 
established"" to conduct research, promote education and furnish surveys 
to find the cause and cure for cancer, to educate the people to soo 
their doctors upon the first danger signals of cancer, ana to promote 
in general such authentic and approved projects as will help bring 
toiccr under control. 

The financial drive of this society will take place during 
the month of April. The financial goal of the campaign is to roach 
an average of one dollar for each Government employee e Sixty per 
cent of each dollar contributed will remain in this community to 
promote the study of Cancer control, 255? will be used for research, 
and 15$ will be used for educational and administrative work. 

b 0 The American Red C ross is a national organization which 
maintains relations with 65 other Rod Cross societies throughout the 
world© It servos the Armed Forces abroad and at homo. It functions 
as the national relief agency when disaster strikes. It promotes 
health and safety through its first aid and accident prevention, 
nursing, and national blood programs. The campaign for funds of this 
organization will begin on 24 February and continue through the month 
of March, Sixty million dollars will be required to carry on the 
worth-while work of this organisation. 

c. The Metropolitan Boys Club is a community organization which 
conducts a membership drive yearly, to finance seven boys’ clubs and 
summer camps for less fortunate youngsters of Washington. The money 


I.. 
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obtained from these' ‘‘cdjiipaigns- makes it possible for son© 17,000 boys 
to participate in clonn recreational activities' and to become strong 
American citizens* To finance this worthy cause, the campaign committee 
■ has set foy their 1949 goal, the sun of 250,000 dollars. Various typos 
"‘ or memberships arc available to the public with dues ranging .from,.; one 
dollar to one hundred dollars annually. The campaign started, i February 
and continues through 1 March. 

, d 0 The N ational Symphony Orchestra Association was incorporated 
ip' December 1931, under the- latte ‘of the. District of Columbia/ as a 
musical, educational, ■ and* non-profit- •■corporation.*. ^ *• 

Annual Henbership in the Association is composed of those who 
contribute 25 dollars or more to tho Sustaining Fund Drive. A contribu- 
tion of ten dollars entitles the contributor to an Associate Membership, 

4o ' Although it is appreciated that the personnel of this Agency has 
responded generously time and again to; these ‘various drives, it. is .believed 
that the worthiness of tho present campaigns is self-evident, and it is 
.therefore urged that everyone contribute according to his own personal 
financial situation. Keyworkers will bo available in each office to receive 
voluntary contributions for the above named causes. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCES 


25X1 A 



Executive 


DISTRIBUTION: ALL CIA -EMPLOYEE'S. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C f 


k March 19)4.9 

* -Sissf *2 - 


"THE UHITE HOUSE 

WASHINGTON 

February 24, 1949 


"TO THE HEADS OF EXECUTIVE DEPARTMENTS ADD AGENCIES: 

"You will recall that each year I have urged the full 
cooperation of your department in connection with the campaigns 

Sv 5 iSTt^ ^ e ® tS th r oughout the 00 ®try. In my letter of 
iia y *i-V4©, 1 said m part: 

’As you know, the Community Chests unite in a single 
campaign social, health, and recreation services 
essential to the well-being of our American communities. 

’The cooperation of your Department logically includes 
the organization of effective solicitation of all em- 
ployees of your Department. 

’I hope that all employees will give generously, keeping 
in mind the fact that each of the Red Feather services 
included in the Community Chest would appeal separately 
if they were not united in this one campaign and that 
con vrioutors should give enough to support all of these 
services Tor a full year* f 

tbe Community Chest drives are usually conducted 

in STS 7 “ ma i? y Cl;ties during October > there are some situations 
^he sa ! le of federated campaign on behalf of local health 

S undent S ^ r fr Ce H conducted at G different time of year 

w d - d - a dif.. erent name. An outstanding example is The Greater 
New York Fund which campaigns annually in New York City during May 
and early June. Such federated drives are as deserving of our full 
support as are the Community Chest campaigns in the F all , 

"?' b ^ f s ^ therefore, my desire that the policies expressed 

^ iay f relatin e to Community Chests be%plied to 
similar local federated health and welfare campaigns, whenever 

conducted and under whatever name, * 


/s/ HARRY S . THUl'iAN" 


DISTRIBUTION: ALL CIA EMPLOYEES. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 

24 January 1949 




NOTICE 


25X1 A 


SUBJECT: Larking 

1 All numbered parking spaces for CIA employees were 
reassigned as of 3 January 1949, and new parking permits 
issued . 

2. Daily checks have indicated continual violations of 
parking requirements as indicated below: 

a. Both old and new permits on windshields.. Old 
permits should be removed immediately. 

b. Individuals are parking in spaces not now 
assigned to them. 

c. Cars are being parked in places not marked 
for parking/ creating serious traffic hazards. 

3. Assistant Directors and. Staff Chiefs are responsible 
for proper indoctrination of individuals under their super- 
vision relative to the parking problem. In addition, the 
Services Officer is charged with the respons -lbiliuy io ■ 
continual checks, and reports of . parking violations^ to re -P on “ 
sible supervisors . and the Executive tor .such, iurther - 

as may be appropriate. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


Acting Executive 


DISTRIBUTION: All CIA Employees 


25X1 A 
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CENTRAL intelligence Agency 

Washington, D. C. 




25X1A NOTICE 

i 1 1 

l SUBJECT : Inaugural Holidays , 


16 January 19U9 


t 

l 

i 

i 

S' 





1* The Congress has authorized holidays for all Government em- 
ployees in the Washington, D„ C* area on Thursday and Friday, 2C and 
21 January 19U9 q 

2o It vail be necessary for CIA to maintain adequate working 
forces on those days, including courier arid cable service* 

3* A minimum force will be maintained by all offices and i 

activities sufficient to provide reasonable service in each activity 0 ; 

Such forces will be present for duty during the normal hours on b.;th • 

the 20th and 21st of January, 

Uc For those employees required to be present on either or both j 

of the holidays, arrangements should be made to provide compensatory 
time off where it is practicable and agreeable to the employee con- 
cernedo Otherwise, holiday compensation will be paid- 

Pay checks will be available for distribution to office and 
activity representatives at the office of the Fiscal Branch, ' Budge b 
Office, Wednesday, 19 January, at 1300 hvurs « They should be picked 
up promptly so that all employees may be paid before 1700 hours « Fay 
checks will be dated 19 January c 

6* Parking in the vicinity of North, Central, | | 25X1A 

South, n Q, ?I , and f, M M Buildings will be without regarci to assigned 
parking spaces for Thursday and Friday only. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 


25X1 A 


Acting Executive 


DISTRIBUTION; ALL CIA EMPLOYEES 
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